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PREPARAT IQI‘! AND PURLICAVICON OF DLTACHM.UT STANDARD OPERATI
FROCLDUR

1. LURPOSL: o outline stardsrd procadures for the proparation and publi-
cation of Stangard Onorating Procedires (SCP's) at this bese.

2. SLOFEs A3Y Sections sad/or pervonuel concernsed with preparing SOPYs,
3. PROCEDURES:

a, when en SO is required, The Office of lrimary Res pensibility {QrR)
will prepare It in Aratt form, foiler wing the férmat indicated im the attache
men‘l; to this SOP s and forward it to the Administration Office for editing.

b, The Administretion Office wlll edit the SOP for format, clarity,

spelling, runetvation, ete.. but will not make any subataative chznges in
content without the epp“svaf; of the OPF. The Adminisiration Office will

then coordinate the SOF érafi with other staff elements who may be concerned
with the informatlonel or lustruetional content of the S0-, Any corments,
suggeations or disagreements will be referred to the OPR for resolution,

The draft will then bo foruardsd to “he Base Commander for hils review.

W ¢, Af'ter oblalming Tinal ceordination, the Administration (ffice will
return the draft 501 to the JFR for Pinad} preperation ca a ditto naster,
The ditto master will be slgaed by the zenler representative of the OPR awmd

forvarded o the Adaninistraitlen Ofiices Tor final editilng.

d. Following final wditing of the ditto raster, the Administration
0ffice will forward it %o the Vage Cemmonder for approval. After the Base
Cormander has signed the £0P, 1t will be returned to tls Administruilon
Office for inscrtion of the da‘e of rabiication, run-off of coples and
distribution.

This SOP supercedes Commarder's Memo, subjeett Poliey liems/SOP 'File, dated
26 February 1962,
OPH: LCS

DISTRIBUTION: A
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e. The Administration Uifice will bLe responsible for malntaining the
“ase record copy ef £ll :{P's and will revise the 0P Index poriodically
as required to permit Deputy Cormandere to check the completoness of their
SOP books. lLach Deputy Commander is required to maintaln a complete file
of $0P's and will see that all of hia persomnsl read the SUP's upon

initially reporting to his section and review them svery six months
thereafter.

4, Tach OPR is responsible for anending or rewriting Lheir SO0P's as

recuired to keep them accurate ard ureto=date,

25X1A%9a

Deputy Cormander for Support

25X1A9%9a

1 Ateh
Sample Format

U

o/
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‘ Atch 1
-« | SOF §-3005-1
25X1C4a
25X1A6a
STANDARD OPERATING PROCTDURE (date will be inserted hire
NUMBER {w_ill bs inserted by Admin Office) by Adnin Office when publisted)

TITLE OF SCP WiLL BE CENTERED ON THIS LING
1; PURPOSE: Imiicate tha purpese or reason for the S0OP4
¢, SCOPE: Indicate to whom the SUP applies,
3> PROCEDURES: Outlive deteiled instruction in this paragraph,

a; Heading chould begir six typing spaces froa the top of the page
and shovld be csntered on the DA,

bo 8OF Fumber block will basin two spaces below the heading and will
bs placed flush with the left haid marging

¢o The title line will be b0 typing spaces below the SOP Number
block and will be centered on the page,

- do The laft hand margin should te fifteen typing spaces in from
the left hand edga of the p&ge. Tte vight hand margin should be
mainteined as nearly as ocssible £¢ cne inch from the right hand edgs
of the page.

9s First sub-para~raphs, such as this one, zhould be indented
fonr spaces fron the left hend moargiey

(L) SBeaond sub-parsgraphs, such ag this ona; should He indented
elight spaces from tho left band margiag

{a3) Third sub-paragrapas » Such as this one; shouid be -
indentad twelve spaces fvon the lsfi hand margin. The use of third
sub-paragraphs sheuld be areided whepaver possible,

Supersese¥a  lne goes hera, thrae spaces below text
OPRs  DOS :
DISTRIBUTION: &
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L N - S0P 5=3005-%

fo The signatwre iiue of the genior = ; ;
2 ; b 3 eprasentative of “he OFR
should be one space o tie right of the center of the page, five
spaces below the last line of the text,

8o The word ®AFFROVIDM should he typed two spaces below
. 8hou s 5 : t
signature line, flush with the left hand margin, o he OFR

ho The Commarderis signature biock should be
sraeris signatuy _ gin four speces
below the "APPROVED® linc, f£lus) with the laft hagd marginap

he GEAERAL: Infcrmative Sexd mey b d in i
3 * BeXY gy be placed in this peragraph
addition=i paragiraphs, appropriately title,; may bz used agr réqtiiredu

25X1A%a

Deputy Commands: for Suppor:

APFROVED:
25X1A9%9a

Atclr line goss here, numbar thea,

Colonel
Comnander
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